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The environmental review, consultation, and other actions required by applicable federal
environmental laws described in this training are carried out by FDOT pursuant to 23 U.S.C.
%25 _Ignd a Memorandum of Understanding dated [INSERT DATE], executed by FHWA and



Purpose of Training

. Data management and retention requirement
. Maintaining the project file iIn SWEPT \
. Retrieving project documents in SWEPT

B~ W DN P

. Organizing the administrative record

NEPA ASSIGNMENT MOU

8.3 Records Retention

8.3.1 FDOT will retain project files and files pertaining to the discharge of its responsibilities under this
MOQOU in accordance with FDOT Records Management Policy (Topic Number 050-020-025) and
Retention and Disposal Schedule GS1-5SL(167), which meets or exceeds requirements established
in the FHWA Records Disposition Manual (Field Offices) Chapter 4, FHWA Order No. 1324.1 B,
issued July 29, 2013.

8.3.2 In accordance with FDOT Records Management Policy (Topic Number 050-020-025) and Retention
and Disposal Schedule GS1-SL(167), records will be retained for 5 fiscal years after the completion
of the project, reporting requirement or other applicable activity.

To the extent that FHWA's Records Disposition Manual is amended to provide for a longer retention
period, FDOT will meet such requirement.

FDOT will permanently store records for Significant Transportation Projects as they are defined in
FHWA Order No. 1324.1B.

8.3.3 Inthe case of a conflict between FHWA Records Disposition Manual, FHWA Order M1324.1B, FDOT
Records Management Policy, and Retention and Disposal Schedule the more stringent retention

.;,__,_,gh
requirements shall control. u E M

F D 0 I 8.3.4 Nothing contained in this MOU is intended to relieve FDOT of its recordkeeping responsibilities under Office of
f 2 C.F.R. §§200.333-200.337 (Record Retention and Access) or other applicable laws. Environmental
Management



What is a iDocumento ?
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emails, meeting minutes, studies, models, guidance
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AHand written notes
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ATranscript

AComment cards

ABasically anything the decision making authority considel
or presented, or the information was reasonably available
during the process
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What Is included in the project file?
ANEPA Document

ATechnical Reports
AM eeti ng Su m maries MAINTAINING A PROJECT FILE AND

PREPARING AN ADMINISTRATIVE
RECORD FOR A NEFA STUDY

ATelephone calls, Memos

ACorrespondence with Agencies and
Stakeholders

AComments and Responses
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http://environment.transportation.org/pdf/programs/PG01.pdf
http://environment.transportation.org/pdf/programs/PG01.pdf

What is an Administrative Record?

AAIl documents and materials directly or indirectly considered or relied
upon by the agency decision maker at the time it made its final decisio
In the NEPA review process

Alncludes the decision documents

ADog:uments generated or received by the agency during the environmental project
review
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Alt isNOTthe Project File
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Lesson 1. _
Data Management and Retention
Requirements




Record Retention and Access
ARecords Management and Disposal Requirements

AFDOT Records Management Procedure (Topic Numb€20EIR5)
AFDOT Retention and Disposal ScheduleSE&167)

AFHWA Records Disposition Manual (Field Offices) Chapter 4, FHWA
Order No. 1324.1 B, issued July 29, 2013

A2 C.F.R8§200.333200.337 (Record Retention and Access)
AAccess to Files
APublic Record Laws

A FHWA Inspection
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FDOT Records Management Procedure

Approved: Effective: August 5, 2013
Office: Support Services

M z Topic No.: 050-020-025-g

Department of Transportation

RECORDS MANAGEMENT
PURPOSE:

To assist each office within the Department of Transportation {Department) with
maintaining effective records management.

AUTHORITY:
Sections 20.23(4)(a) and 334.048(3), Florida Statutes (F.S.)
REFERENCES:

Chapter 119, F.S., Public Records
Chapter 257, F.S., Public Libraries and State Archives
Chapter 334, F.S., Transportation Administration
Section 283.55, F.S., Purging of Publication Mailing Lists
Rule Chapter 1B-24, F.A.C., Department of State, Public Records Scheduling
and Disposition

* Rule Chapter 1B-26, F.A.C., Department of State, Recor

Management- Standards and Requirements
¢ Policy No. 001-325-060, Security and Use o

Including E-Mail, Internet and Anti
¢ Procedure No. 325-080-003,

MS) Requi

http://fdotwpl.dot.state.fl.us/ProceduresinformationManagementSysteminternet/?viewBy=1&procType=pr#

OEM
FDOT i NEPA Assignment: g Office of

- Tracking, Filing, and Records Management Environmental

Management



http://fdotwp1.dot.state.fl.us/ProceduresInformationManagementSystemInternet/?viewBy=1&procType=pr
http://fdotwp1.dot.state.fl.us/ProceduresInformationManagementSystemInternet/?viewBy=1&procType=pr
http://fdotwp1.dot.state.fl.us/ProceduresInformationManagementSystemInternet/?viewBy=1&procType=pr
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Retention and Disposal Schedule GS4SL(167)
Records retained for 5 fiscal years after the completic
of the project, reporting requirement or other
applicable activity.

Countdown begins when
Work Program reports the
project is completely close
(FM# Status = 100)
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FHWA Records Disposition Manual
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https://www.fhwa.dot.gov/legsreqs/directives/orders/enveq.cfm
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https://www.fhwa.dot.gov/legsregs/directives/orders/envi-reg.cfm
https://www.fhwa.dot.gov/legsregs/directives/orders/envi-reg.cfm

